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O P E R A T O R  G U I D E  

Employee Onboarding Checklist for Small Business 

Onboarding is the process that gets a new person productive without the owner explaining everything. It is a 
checklist of what they need, who owns each step, and what done looks like. 

01  What the checklist covers 
☐ Access to the tools. 
☐ The processes they will own. 
☐ Who they report to and who they ask. 
☐ The first week’s work. 
☐ What done looks like at 30 days. 

02  How to use it 
One checklist per role. Name the owner of each step. Put it where the new person and their manager can 
both see it. Review it after the first hire. Update it when the work changes. 

03  How you know it worked 
The new person can do the work without asking you every day. The same questions do not come up with 
the next hire. The owner of the role can run the onboarding without you. 

If the new person still has to ask you how the work gets done, the onboarding is not finished. 

04  What to do next 
Write the checklist for the next role you will hire. Name the owners of each step. Use it. Then update it. 


